State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Student Assistant (E&A) 2042-4871-900 50033774 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant O&M/SWPOSO/Dam Safety Br/Dam Surv So Sect
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
11
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Donald Walker Senior Engineer, WR
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 12/28/11
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under close supervision of the Chief, Dam Surveillance South Section, the Student Assistant (E&A)
assists engineers with performing routine assignments such as data entry and data analysis
through development and review of plots and tables, preparing monitoring reports, and maintaining
engineering files.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain regular and
consistent attendance and exercise good judgment. The specific essential duties are:

60% Assists in the handling and analysis of surveillance data collected for State Water Project (SWP)
dams to support the Dam Safety Branch, Dam Surveillance South Section. Assists with the
preparation of spreadsheets, graphs, and visual aids for various monitoring reports and memos;
including data entry, data analysis (through graphing and tabulation), and data manipulation.

20% Assembles Dam Safety Surveillance Monitoring Reports and Plans as well as other FERC technical
documents, including but not limited to, Supporting Technical Information Documents for
reproduction for the Dam Safety Branch and Dam Surveillance Sections. Assists with preparing
Powerpoint presentations.

20% Assists in maintaining the central file room and map file drawers. Files correspondence from
regulatory agencies, such as the Federal Energy Regulatory Commission and Division of Safety of
Dams, the Bureau of Reclamation, and other divisions within the Department. Incumbent may be
required to operate automotive vehicles on public roadways.

PHYSICAL REQUIREMENTS: Strength and ability to lift and carry 25 pounds.

OTHER REQUIREMENTS: Must possess a valid California Class C Driver's License. Incumbent
may need to deliver reports for reproduction or other purposes.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Donald Walker >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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Under close supervision of the Chief, Dam Surveillance South Section, the Student Assistant (E&A) assists engineers with performing routine assignments such as data entry and data analysis through development and review of plots and tables, preparing monitoring reports, and maintaining engineering files.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain regular and consistent attendance and exercise good judgment.  The specific essential duties are:

Assists in the handling and analysis of surveillance data collected for State Water Project (SWP) dams to support the Dam Safety Branch, Dam Surveillance South Section.  Assists with the preparation of spreadsheets, graphs, and visual aids for various monitoring reports and memos; including data entry, data analysis (through graphing and tabulation), and data manipulation.    

Assembles Dam Safety Surveillance Monitoring Reports and Plans as well as other FERC technical documents, including but not limited to, Supporting Technical Information Documents for reproduction for the Dam Safety Branch and Dam Surveillance Sections. Assists with preparing Powerpoint presentations.

Assists in maintaining the central file room and map file drawers.  Files correspondence from regulatory agencies, such as the Federal Energy Regulatory Commission and Division of Safety of Dams, the Bureau of Reclamation, and other divisions within the Department.  Incumbent may be required to operate  automotive vehicles on public roadways.

PHYSICAL REQUIREMENTS:  Strength and ability to lift and carry 25 pounds.

OTHER REQUIREMENTS:  Must possess a valid California Class C Driver's License.  Incumbent may need to deliver reports for reproduction or other purposes.
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